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Office of the Chief of Naval Operations Pers-662
Washington DC 20350-2000 27 June 1994
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From: Chief of Naval Operations
To: All Ships and Stations (less Marine Corps
field addressees not having Navy personnel

attached)
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Ref: (a) U.S. Navy Regulations 1990

(b) OPNAVINST 3120.32C

(¢) Navy Family Ombudsman Manual
NAVPERS 15571

{d) Tide 18 U.S.C., Chapter 81, Section
1588 (Acceptance of Voluntary Services
for Family Support Programs)

(e) Title 5§ U.S.C., Subsection 552a
(Privacy Act of 1974)

(H OPNAYV Notice 5211, 18 March 1993

(g) Navy Family Ombudsman Training
Guide

(h) OPNAVINST 5218.7A

(i) SECNAVINST 1752.3

(j) OPNAVINST 5350.4B

(k) OPNAVINST 1754.1A

(1) Joint Federal Travel Regulations,

Chapter 6, Volume II

Encl: (1) Navy Family Ombudsman Program
Guidelines
(2) Ombudsman Quality Management
Board (OQMB) Guidelines

1. Purpose. To update policy and procedures for
the impiementation of the Navy Family Ombudsman
'r"rogram and Command Farnily Ombudsman
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instruction is a complete revision and should be
reviewed in its entirety.

2. Cancellation. OPNAVINST 1750.1C.

3. Discussion. The morale, health, welfare and
efficiency of command personnel is the absolute
responsi‘oiiity of the comaﬁdiﬁg officer as defined
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is the responsibility for the morale, health and welfare
of command families. The command family

out this responsibility.

4. Applicability. The provisions of this instruction
apply to all active duty and Naval Reserve commands
and/or units.

5. Action

a. The Chief of Naval ﬂr\nrnhcnc chall annaint

440 OJliil ‘lyy\lllll.
two Navy-wide Ombudsmen-at-Large: spouse of the
Master Chief Petty Officer of the Navy (when appro-
priate); and, Chairman, Navy Wifeline Association.

b. Commanding officers and/or officers in
charge shall designate a command family ombuds-
man. The Navy Family Ombudsman Program shaii
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c¢. The Chief of Naval Personnel (Pers-00)
through the Assistant Chief of Naval Personnel for
Personal Readiness and Community Support (Pers-6)
shall establish the Ombudsman Quality Management
Board (OQMB) to function as an advisory board for
standardization and support of the Navy Family

Ombudsman I’l’OgIdIIl Guidelines for the uYMB are
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SECTION A

INTRODUCTION
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1. Navy family ombudsmen have proven to be valuable assets in
facilitating communication between commandlng officers and family
members, fostering a better understanding of the needs and

v1ewp01nts of Navy members and their families and providing
nformation and assistance to family members within the command.
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2. The commanding officer selects the command family ombudsman.
The ombudsman represents and reports directly to the commanding
officer and works with the internal chain of command as directed

by the commanding officer.

leaal basis for ombudsmen and
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3. Reference (4), provi

volunteers who are associated w1th military family support
programs, authorizes coverage for these volunteers with workers
compensation insurance and protects them from liability under the

Federal Tort Claims Act.

The Navy Family Ombudsman Program and Family Service Centers
lementary programs Ombudsmen reach out to individual
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d family members. Family Service Centers are a resource
for ombudsmen in carrylng out their responsibilities and offer
support to ombudsmen in such areas as, but not limited to:
coordination of ombudsman training, establishment of ombudsman
support groups, provision of resources and information when
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individual family prOD.Lem are presented to the ombudsman,
assistance to commands in the effective use and recognition of

ombudsmen, and maintenance of area ombudsman rosters.

5. Navy Wifeline Association volunteers perform many of the same
functions as command family ombudsmen in that they provide a
vital communication link between the Navy institution and service
members and their families. While serv1ng in this capacity,
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6. September 14 (or the preceding Friday if the 14th falls on a
weekend), is designated as Ombudsman Appreciation Day. This is
the anniversary date of the founding of the Navy Family Ombudsman
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Program in 1970 and has been designated as a special day to
recognize the contributions of the volunteer ombudsmen.

SECTION B

CODE OF ETHICS

A Navy family ombudsman shall:

2. Work within the chain of command as directed.
3. Maintain confidentiality.

4. Maintain the highest standards of professionalism.

SECTION C

SELECTION AND APPOINTMENT GUIDELINES

1. The commanding officer shall determine the number of
mvalnir A v waniIdwmAad bacsAaAad Ar o AAaMmAanA mAanAde Aarral DAamA Aawrira
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Activities supporting Selected Reserve (SELRES) Units are to

assign an adequate number of ombudsmen to meet all active and
SELRES family requirements. It is not necessary to have a
separate ombudsman for each SELRES unit.

a. Eligibility. Candidates for command family ombudsman
must be the spouse of an active duty or Selected Reserve member
within the command.

b. oOQualifications

(1) Ombudsmen candidates should have the following
attrlbutes. maturity, judgment, discretion, reliability and a

attitude.

(2) Ombudsmen candidates should understand and support
the Navy and command programs/policies.

(3) Ombudsmen candidates must have the time, dedication
and commitment to be a command family ombudsman.
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OPNAVINST 1750.1D

3. Interested command spouses shall be invited to apply for the
position by submitting resumes and/or applications. Prior to

submitting a resume/application, the effect on the family, of
being an ombudsman, must be considered. The commitment of one's
time, whether it be for meetings, tralnlng or telephone calls

into the night, is extensive. As in many endeavors, a supporti
family can positively impact the success of any ombudsman.

ve

g officer shall establish a screening committee

a. Screening committee membershlp may include the executive
officer, command master chief, chaplain, current ombudsman,

and/or other approprlate persomns.

b. The screening committee makes recommendations to the
commanding officer for final selection of the command family
ombudsman.

5. Upon appointment, the commanding officer will present the
ombudsman with command name tag and Navy Family Ombudsman Pin.

e comma
appointing the ombudsman. A copy "of the letter should be
prov1ded to the type commander, Family Service Center ombudsman
coordinator, ombudsman assembly/adv1sory board, Navy Wifeline
Association and other appropriate organizations.

7. Prior to a change of command, the incumbent ombudsman will
submit a letter of resignation. At the incoming commanding
officer's discretion, the ombudsman may be retained and/or a new

Commanding officers shall:
1. Ensure that the command family ombudsman receives a copy of
this instruction and reference (c)j.

with a letter of introduction to

S
£ other agencies/military services as

3
3

needed.
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3. Provide the command family ombudsman with a roster containing
pertinent information needed for the performance of official
duties. The extent of the information to be prov1ded is at the
dlscretlon of the commandlng officer and can include service

member's name, social security number, home address and telephone
number; and name, home address and telephone number for their
spouse or point of contact (e.g., other family member or family

care provider). References (e) and (f) provide for the release
of this information to the ombudsman without the consent of the
individuals listed when the ombudsman is acting in an official
capacity. Commands are encouraged to update this roster
regularly.

A Work with appninfpp to develop

Z e FVAI L 4 W LIl

meet command needs.

5. Discuss terms of appointment, probationary period (if any),
and length of appointment.

~
O. riLuva

< wu
command resources permit.

a. Program expenses. A telephone answering machine should
be provided for the command family ombudsman's use.
Supplies/support items such as paper, envelopes, pens, copier
service, clerical assistance, computers, use of government phones

] a +al 1
and command telephone credit cards, and government vehicle

transportation should be budgeted and may be provided through

a
approprlated or nonappropriated funds as command resources
permit.
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b. Reimbursable expenses. The National Defense
Authorization Act for Fiscal Years 1952 and 1953 Conference
Report provides authorization for use of appropriated or

nonappropriated funds in support of ombudsmen. Section 345
states "Use of appropriated funds for expenses relating to
certain voluntary services. Section 1588(c) of title 10, United
States Code, is amended by striking out "may only be made from
nonapproprlated funds" in the third sentence and inserting in
lieu thereof "may be made from appropriated or nonappropriat

ted
Earamd~ N
runas.

|.n.
Qu

", ..This Senate amendment contained a provision (sec. 620) that
would authorize the use of appropriated funds for the
reimbursement of incidental expenses which are incurred by a
person providing voluntary services as an ombudsman or family
center volunteer.®
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Section 345 and reference (d) provide for reimbursement of
personal expenses incurred during performance of ombudsman duties
when =pprnpr1a+p The commanding officer shall determine which
expenses are eligible for relmbursement funding levels and
whether command approprlated funds, nonapproprlated funds, or
other funding sources such as donations from spouse clubs should

be used. Reimbursement shall be available on an equitable basis

for all command family ombudsmen. Ombudsmen must submit receipts
for reimbursement to the commanding officer or a designated
representative. Reimbursement is limited to the following
specific items:

(1) child care. Reimbursement not to exceed the local
rate of the Navy Child Development Center. Reimbursement for
child care expenses for ombudsmen does not change established
Child Development Center usage priorities.

(2) Mileadge, parking and tolls. Reimbursement for
mileage will be at the government prlvately owned vehicle (POV)
rate. Mileage should be documented in order to claim
reimbursement. Parking and toll reimbursement requires

presentation of receipts.

(3) Incidental expenses. Reimbursement for incidental
expenses (e.g. individual appreciation dinners, awards,
t

refreshments), not to exceed $25.00 per ombudsman, per event, are
authorized at the discretion of the commanding officer and may be
made from appropriated or nonappropriated funds.

(4) Telephone calls. Reimbursement of toll calls not
covered by command telephone credit cards may be made upon
presentation of invoice.

(5) Training expenses. Training is essential to ensure

that command family ombudsmen can perform functions described in
this instruction. Ombudsman training should be planned and
budgeted for and can be provided through appropriated or
nonappropriated funds at the discretion of the commanding
officer. Training is outlined in Section F and reference (q).

7. Allow use of official mail as authorized in reference (i).
Mailings must carry the return address of the command and not the
A command Familygram or other

informational mailings may be used to announce command-sponsored
activities and provide other official U.S. government information
of ippgrtance to service members and their families. Information

5 Enclosure (1)
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ncluded if it supports morale, health and welfare of command

personnel and thelr families and does not violate any of the
restrictions placed on the use of official mail by reference (i).

a. Commanding officers should apply the following guidelines
in determining whether the content of newsletters is official:

(1) information related to unit mission and readiness,
including family readiness;

(2) information which is educational in nature, designed
to promote informed self-reliant servicemembers and families;
£
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b. Information regarding private organizations, fund
raisers, and commercial ventures is expressly prohibited.
8. Promote und
ombudsman posit
publicity.

vy ~AF +haAa ﬁf\mm-)nf] #a IR EY;
[ I Tihne <omman ramis Y

continued support and

9. Facilitate routine communications between the executive
officer, fleet/force/command master chief, chaplain, Family
Service Center and the command family ombudsman so that
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10. Ensure the ombudsman understands the specific areas of
information in which notification of the commanding officer is
mandatory.
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11. For deploying units, agree on regularly neet
when in port and upon method of communication when deployed.
12. Establish procedures whereby the ombudsman can function and

be supported when the unit is deployed.

13. Recognize the contributions of the command famlly ombudsman
at appropriate times such as Ombudsman Appreciation Day and at
+ha ~Aarm~liicarsAan AF hAaiy arnnAaTntFmant
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SECTION E

OMBUDSMAN ROLES AND FUNCTIONS

~ —~

The command family ombudsman shall fulfill the following

a. Serve as the primary link/liaison between command
families and the command.

b. Serve as the primary communicator of information between
the command and command families.

2. Th

=3
function

a. Communicate regularly with command families. Such
efforts might include, but are not limited to:

-1 - P Uy

(1) the development of a regular command-approved
newsletter or contribution to the existing command or base
newsletter of an ombudsman column on matters of interest to

command families (reference (c) applies).

(2) the establishment and regular use of a command
sponsored telephone "Careline" for periodic information flow.

{3) the establishment of a phone tree for dissemination
of immediate or emergency information, when directed by the

commanding officer.

b. Provide information and outreach to command family
members. Interact and cooperate with organizations and military
departments such as, but not limited to: Family Service Centers,
chaplain's office, medical treatment facilities, Navy-Marine
Corps Relief Society, American Red Cross; Navy Wifeline
Association and legal assistance offices. These organizations

are valuable resources in obtaining assistance for command family
members.

—
naQa

Qmmd
ivli
o) b afel-)
A O AV ¥ S O

)0
T
D +h

efer onal assistance to
+= > Pk ot al vt de

0w -

.
annr 1"\?“1 o
QEprMrivipviaQve oo

X
individuals and refer them for counse
be provided by ombudsmen. Counseling ma
qualified clinicians.
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d. Act as an advocate for command family members. Ombudsmen,
by using their knowledge of the system, can help access the
appropriate level of chain of command for intervention and for
the forwardlng of approprlate requests/grievances while

___________ = 3 IR X V4

exercising confidentiality.

3. In ndd1f1nn to respon dlna to command family needs

> Qe s vaWis = 232222 adllalild Lalllll 1 19 ,

a. Participate in indoctrination and orientation programs
for new command members to describe ombudsman functions and

available family support programs.

b. Assist in organizing and implementlnn a welcome program
and/or act as a family coordinator as part of the command Sponsor
Program.

c. Represent the command on committees, boards, and working
groups in the military or civilian communities concerned with

ad A o e e e -y

services and support to command families.

d. Participate in activities, as directed by the commanding
officer, which would promote the morale, health and welfare of
command families.

4. Command ombudsmen shall organize, maintain, and update all
records concerning their ombudsman respOHSIDllltles and
resources. Records will be maintained in such a way as to
expedite a smooth turnover to future ombudsmen.

5. The ombudsman will, as directed by the commanding officer,
establish a close working relationship with the Command Family
Support Team to promote the welfare of command families. For
purposes of the ombudsman program, the Command Famlly Support
Team is defined as the commanding OIIlcer, executive officer,

‘‘‘‘‘‘ [T S P - el -~ VoS ol o)
command master chief, ombudsmen and others dcb;gnqucd by the
commanding officer.

6. The ombudsman's responsibilities do not include social duties
(e.g., these duties are often assumed by a formal or informal
spouse club/family support group). However, announcements of
social events which promote the morale, health and weifare of

_____ _l_

command families may be included in the ombudsman newslett
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SECTION F
CONFIDENTIALITY
1. While most information coming to the a ntion of the

ombudsman will be routine in nature, some tuations will warrant
the attention of the commanding officer. Upon appointment, the
commanding officer will notify the ombudsman of those areas in
which he/she wishes to be kept informed.

y the ombudsman will be sens

c int

th-- invo F urpose

the Ombudsman Program, confidential 1nformat10n is deflned b
commanding officer as sensitive information about a service
member or family member that is kept within the system for

official use only and is relayed only on a need-to-know basis.
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to the personal privacy of those see

~ 0

b. A breach of confidentiality on the part of an ombudsman
is cause for relief from the position, as determined by the
commanding officer.
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cases to appropriate agencies. For cases that must be reported,

the ombudsman will advise the commanding officer or a designated
representative, and will contact the appropriate referral
resource (e.g., medical treatment facility, Child Protective
Services, Family Advocacy Representatlve, etc.) or coordinate

with the Family Service Center staff to make a referral for
mnrAafacoiAanal acoloctan~a Mha FAllArr:Imey o n"qm“1hﬂ ~F
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situations requiring immediate referral:

a. Potential suicide situations.

b. Suspected and established child abuse/neglect, as
required by law in all states and by the Family Advocacy Program
T vafFararn~a £3) mite -~ YA A 4+ +ha Tami Tir AAcrAar~n ey
411 L ClLCTlLCTliVC \+) Vo L VT LTPUL LTU LU Ll L‘alll_LJ._y nuvupaby
Representative. In the absence of the Family Advocacy
Representative, report to the Family Service Center or directly
to the civilian police or local social service agency.

c. Known incidents of spouse abuse must be reported to the
Family Advocacy Representative or to the Family Service Center.
TrnfFarm +ha Family mamhar +hat +ha 1infFarmadiam w311 o alasirad 4~
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the Family Advocacy Representative who will provide further
advice and/or assistance. Advise the family member regardlng

counseling services available from or through the Family Advocacy
Representative and other sources, and that a shelter or safe
house can be located if needed.

d. Drug or alcohol abuse as described in reference (j).

e. Potential homicides, violence or life-endangering
situations.

. . o
4. In those situations where specific cases nust be reported to
appropriate agencies, the ombudsman will inform the individual

. . :
that the information will not be protected.

a. The ombudsman will tell the individuals concerned that
informing the appropriate agency/individual about their situation
is in their best interest and is the best way to obtain

proress;Lona.L newL

b. Ombudsmen will be trained to determine appropriate
agencies/individuals to be informed. The ombudsman will
communicate the relevant information in such cases only to the

appropriate agencies/individuals.
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SECTION G

OMBUDSMAN TRATNING
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r k). Famllv Serv1ce Centers w1ll
Reserve ombudsmen 1n tralnlng evolutions when appropriate an
provide them information and referral support.
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2. Under the direction of the Navy Family Ombudsman Program
Manager (Pers-662), ombudsman training has been standardized to
include:

a. Basic Training. Standardized Basic Navy Family Ombudsman
Training will be provided to all ombudsmen as outlined in the
Navy Family Ombudsman Training Guide (references (c) and (q)
apply). Commanding officers should ensure that their ombudsmen
receives basic training. Whenever possible, an ombudsman shall
have basic training prior to assuming responsibilities of the
command family ombudsman position.

b. Advanced Training. Standardized Advanced Training will
be provided to all ombudsmen as per reference (c) and (g).

c. On-going Training. Ombudsmen should continue to be
trained throughout the duration of their appointment. This can
be accomplished through appropriate on-going training which may
include Navy-sponsored training such as Navy Information School,
Total Quality Leadership, Personal Responsibilities, Values,
Education and Training program (PREVENT), as well as Navy-Marine
Corps Relief Society Training, other seminars and workshops
provided through Family Service Centers and local assemblies.

3. In locations where training is not available, commands may
issue invitational travel orders as authorized in reference (1)
to enable ombudsmen to obtain training at other installations.

4. In areas where Family Service Center services are not
available, local assemblies may be tasked with standardizing
ombudsmen training. Commands who need assistance should contact
the Navy Family Ombudsman Program Manager (Pers-662) for
advice/referral on appropriate training resources.

SECTION H

OMBUDSMEN ASSEMBLIES

1. Base commanders/commanding officers and/or area coordinators
where appropriate, and in support of tenant commands, shall
establish a Navy Family Ombudsman Assembly and shall appoint an
assembly chair/coordinator for the purposes of providing
information and support to the area ombudsmen.

11 Enclosure (1)
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2. To maintain consistency and standardization throughout the
Navy, the term ombudsman assembly is designated as the official
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3. The functions of the ombudsman assembly may include:

a. Act as a resource for ongoing ombudsman training by
providing information on topics of interest to the ombudsman
community.

b. Serving as liaiscn for policy discussion and
clarification by appropriate local authorities (e.g., NEX,

Commissary, Morale, Welfare and Recreation, Navy Marlne Corps
Relief Society, Armed Services YMCA, etc., representatives) with
regard to items of interest to area ombudsmen.
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d. Maintenance of a current roster of local assembly
ombudsmen, w1th OIIlClal verltlcatlon through the fiiing
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e. Other functions as directed by the assembly's sponsor,
such as providing area resource handbooks, publishing regular
newsletters, providing minutes of assembly meetlngs, malntalnlng
a calendar of events, and providing other informational materials

_ £ Ly _—e et el T e

to members of the assembly.

ecommended guidelines for organizing a local assembly:

a. The sponsoring command is defined as the base
commander/commanding officer and/or area coordinator who calls
the assembly into being and takes responsibility for the
assembly.
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e ing command h the authority, based upon th
needs of the to determine the appropriate makeup and

membership of its assembly. All ap901nted ombudsmen of member
commands, however, shall be invited to participate in assembly
activities.
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sponsoring command) should include: chair/coordinator,
advisor/advisory board, and ombudsman representatives.
Appointment for a spe01fied term shall be in writing.

d. The chair/coordinator should be the spouse of an active
duty servicemember, does not have to be an active ombudsman

currently serving a command, but should have appropriate
exnerience for the nosition

experien the positi on.
e. The advisor/advisory board may consist of the spouse of a
senior military member, a chaplain, a command master chief,
ombudsman representation from the assembly, an action officer
from the sponsor's suarr, and any other interested and
appropr iaté‘:;x yOSit neG person
f. The advisory board may be charged with program planning,
preparing, and regularly updating the roster and other duties as

assigned.

g. The action officer from the sponsoris staff shall ensure
the assembly and advisory board have the support they need,

.
1“ﬁ1 'I'I!q'lnﬂ m::i'n‘r'1 21& :anﬂ o1 QT" f‘21 acciactancoe +A narfAarm +'hl\'lv
Adiivd UM LilY il vl Lia o it va vl avwiaa Mo d o vlriliv ey w\w Mol kWil “ilicT AL

duties.

h. The sponsoring command is encouraged to have a local
ombudsman assembly instruction (this shall preclude the need for
local by-laws) and forward a copy for reference as appropriate to
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5. In addition, the following clarifications are made:

a. The assembly is not a policy-making body and in no way
should interfere with the individual command/ombudsman
relationship.
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matters which affect the well-being of the area families, but, as
a group, may not petition or actively or aggressively protest
command-initiated action or policy.

c. Assemblies are information sharing organizations and not
organized as social clubs; therefore they shall not establish or
Mmatrmbatm Fracacmiivriac Ar ~AlTAan~nd Ainacs FAar +ha rmitrrmaca ~€ memmen e mon S om e
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assembly social activities (reference (c) applies).
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1. The Ombudsman Quality Management Board (OQMB) shall meet at
the direction of the Assistant Chief of Naval Personnel for
Personal Readiness and Community Support (Pers-6).

2. Membership of the OQMB shall include: the Navy Family
Oombudsman Program Manager; Chaplain Advisor (Pers-6/66 Chaplain):;
the two Navy-wlde ombudsmen-at-Large; ombudsman representatives
from Commander in Chief, U.S. Pacific Fleet, Commander in Chief,

U.S. Atlantic Fleet, Commander in Chief, U.S. Naval Forces

Europe, Chief of Naval Education and Tralnlng, Commander Naval
Recruiting Command, and Commander, Naval Reserve Force; at least
one comm andlng officer (from any claimancy/community):; two

fleet/force master chiefs; and others appointed by Pers-6 as
necessary; reference (c) applies.
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3. Fur

a. Provide input and feedback regarding the operation of the

Navy Family Ombudsman Program to the Assistant Chief of Naval
Personnel for Personal Readiness and Community Support (Pers-6).

Review/recommend revisions to pertinent instructions and

c. Provide recommendations to improve support and
standardization of the Navy Family Ombudsman Program worldwide.
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